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NOW... 40 coubie duty 


Magnetic Office Aids 


Magnetic natural wood 
mount. A handsome 
wood base that’s magne- 
tic! Use it as a base for 
your special pencil shar- 
pener, stapler or any 
other desk accessory. 


— pencil-sharpener mount. Stand- 
ard mount that fits all popu- 

lar-brand sharpeners. Save 

wear and tear on 

yourself by placing 

it where it is as easy 

to reach as your 

pencils. 





Write for our new | 

catalog of Minute- 

man magnetic office | 

aids. It contains 

scores of ideas on 

how to lighten your | == 
work, brighten your | = 
office. ! 











Dept. Tos nag 


MAGNETIC AIDS. INC 


488 Madison Avea+ New York NY 10022 
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TIME CARDS 


Piease try the NEW: 


TYMINDEX 


System 


e 
} 


TIME CARDS 
GUARANTEED to fit 
all time ciocks D 


Send sample of 
time car! for 
price qui... 


NEW TIME CARD/: 
CALCULATOR 
figures elapsed : 
payroll & job 
time instantly! 


TYMINDEX 

TIME CARD 

FILE SYSTEM, 
automatic system 
for handy storage 
of your old time 
cards 


FREE PAYROLL and Office 
Aids catalog: Call collect S 
or write TODAY! 


(201) 431-1128 

Peal WEBER & SONS, INC. 
707 HIGHWAY 33 & 
JERSEYVILLE AVE. 


FREEHOLD, N.J. 07728 
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EXPORT!! 


Of sce. 
( wipment 
xporter 


Your advertising message will target 
over 10,000 office equipment im- 
porters, agents and dealers in more 
than 100 countries other than Latin 
America, in OFFICE EQUIPMENT EX- 
PORTER. Now in preparation for fall 
distribution. Published annually since 
1946. 
OFFICE PUBLICATIONS, INC. 
1200 Summer Street 


Stamford, Conn. 06904, U.S.A. 
(203) 327-9670 
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Microfilm Solves Problem of Much Paper, Little Space 
Micrographic Technology Allows Bank to Retrieve Heavy Volume 
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PERSONNEL MANAGEMENT 
Hot Beverage Programs Can Increase Productivity 
Job-Restructuring Plan Adds to Satisfaction of Monsanto Employees 
Involving People Is the Ultimate Factor in Any Work Program 
Right or Wrong in Employee 

Relations , 194; Feb., 67; 
., 80; Apr., 68; May, 74; June, 66 
Taking Positive Action Against Employee Crime. 

Louis A. Tyska 
The 80s: High Technology and a Changing Work Force, 

Sharon N. Bredeson 


RECORDS MANAGEMENT 
County Recorder’s Office Shrinks Files to Meet Expanding 

Requirements 
How an Insurance Company Tamed Its “‘Paper Tiger,” 

Joseph K. Carroll 5 
How to Install 5640 Pounds of Files? Very Carefully! ............... June, 50 
Medical Record-Keeping Has the Obligation of Ever 

Better Service, John I. Merrill 
Mobile Shelving Systems Concept Comes of Age, 

Robert H. -ai-saatte 


Planning for Maximum : Efficiency in Filing 
Records Management in a University Setting 
The Continuing War on Paperwork: Good News and Bad News 
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Alan G. Negus 


REPROGRAPHICS 

Blue Cross Solved Its Major Medical Probiem: Poor Document 
Copies 

Gestetner Observes 100th Anniversary 

Graphics Equipment Helps Keep Merchandise Moving 

In-House Duplicating System Cuts Firm’s Turnaround Time 

In-Plant Printing Operation: A Business Within a Business, 
Jim Baxter 

Intelligent Copier-Printers Offer Many Possibilities, 
Robert I. Baxter & Michael B. Garfinkle 

Microprocessors Seen Enhancing Work of Copier-Duplicators, 
Larry J. Wells 

Physical Properties of Paper and Their Effect on Copier 
Performance 

Publishing Firm Finds a New Way to Compile Automotive 
Statistics 

Walk-Up and Print Shop Copier-Duplicators Help Speed 
Information Flow 


RESEARCH & REPORTS 
Financial, Executive, Accounting and EDP Salaries Up in 1981, 
Annual Study Reveals 


TELECOMMUNICATIONS 


Communications Will Be the Emerging Technology, 
August H. Blegen 

Connecticut Firm Donates Ticker Tape for New York Welcome to 
Freed Hostages 

Private Satellite Networks Can Help Lower Phone Costs and 
Expand Communications, Dale M. Cunningham 

What Do Consultants Do? And Why Are They Hired?, 
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PLASTIK- 
SEAL! 


Protect your | 
Documents, Cards, 
Newspaper Clippings 

PERMANENTLY 
with crystal-clear 
self-adhesive plastic. 
No heat required. 


You can laminate like a 
professional with easy-to-use 
Plastik-Seal. It will preserve 
printed material for a lifetime. 
Hundreds of uses in any office, 
library or art department. It comes 
in handy sheets and rolls, ideal for 
presentation books, charts, 
displays, 1.D. cards, etc. 


NATIONWIDE 
ADHESIVE 
©, inc. 


Cleveland Plaza Towers 
Euclid Ave. at E. 12th 
Cleveland, OH 44115 ij 
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NEW! 


NOW IN STOCK 
NEW 

SELECTRIC fe 
ELEMENTS 

ALL STYLES AVAILABLE 


$1 500 $13°° EA. OR MORE 


UNCONDITIONALLY 
GUARANTEED! 


REPAIRS ALSO! 


TOP/ 
TEETH HANDLE HUB 


$500 $750 $500 


Enclose Check, P.O., etc. INPACKAGE 
with ORDER. We Buy Broken Composer 
Fonts — $5.00 Each — Typewriter Ele- 
ments — $1.50 Each. 


WELCH 
GRAPHICS 


BOX 20667, ATLANTA, GA. 30320 
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DELUXE 


MAIL 
CART 


Fast, efficient 
mail distribu- 
tion in the 
executive 
suite. Wood- 
tone vinyl clad 
steel end 
panels. Holds 
100 legal size 
folders, bulk 
mail, parcels. 
Attractive, 
durable, easy 
— 


MODEL 101 


FREE CATALOG 


CHARNSTROM 


8127 Pleasant Ave. S. Minneapolis, MN 55420 


ree (800) 328-2962 
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Official Locking Arrange- 
ment and long lasting scuff 
proof construction are why 
this traditional mail pouch » 
has been a favorite for so 
many years. Leather like 
“Buffalo Hide” top is water 
proof and resists dirt and 
wear. Comes in 6 sizes 


All Leather folding Mail 
Bag has snaps to hold in 
place when 

folded. Can be 

carried folded 

or open with 

strong leather 

handles 


See your Office Supply Dealer or 


Send for Brochure 
Can 


Mevalist; Pro 


20 E. McWILLIAMS ST FOND DU LAC, WI 54935 
AREA CODE 414 921-8200 
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Telecommunications: Only As Good as You Make Them 
Two Areas of Concern: Education and Deregulation, Mike Woody 


TELEPHONE MANAGEMENT SYSTEMS 


Computer Controls Cut Long-Distance Telephone Costs 
You Can Save Money With Your Phone System, Harry Newton 


TELEPHONE SYSTEMS 


Computerized System Cuts California Bank’s Annual 
Telephone Bill by 30% 

Telephone Systems: There Are Several Alternatives, 
John Dretler 

There’s Much Involved in the Business of Buying a Telephone 
System, Harry Newton 

When Selecting a Telephone System, Plan for the Future 


TEMPORARY HELP SERVICES 
The Impact of Temporary Help on Productivity in Business 


TIME RECORDERS 


Electronic Time-Recorders: A New Generation Emerging, 
Dan M. Bowers 


TYPE COMPOSITION 


Converting Word Processing to Typesetting Is a Reality at 
This California Company 

New Technology in Typesetting, 
George A. Alexander 
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Varityper Remembers the Past In Looking to the Future 


TYPEWRITERS 
Electronic Typewriters for Entry-Level Users 


WORD PROCESSING 


A Flexible System for Protecting Floppy Discs 

A Friendly Letter to Vendors of WP Equipment, /ra A. Penn 

A Progressive Firm Builds for the Future With Word Processing 

Dictation and Electronic Typing Step Up Efficiency at 
FAA Facility 

Engineering Firm Stretches Its Report Deadlines With Word 
Processing 

Five Essentials to a Successful WP System, Jack L. Lederer 

Innovative Training Program introduced for Word Processors 

Word Processing: Its Value Lies in Saving Users’ Time, 
Marge DeJackmo 

Measured Standards for Word Processing, William B. Hanson 

Merging the Best of Word and Data Processing, 
Michael E. Rider 

Mobile Operator Concept ii Corporate Word Processing, 
Barbara G. Hedden 

Plan Ahead When Considering a Word Processing Operation, 
Daniel W. Umberger 

Professionals Should Know How to Operate WP Equipment, 
David Spirt 

The Human Factor in Word Processing 

Word Processing Bureau Offers One-Stop Service 

Word Processing Paves Way for Transportation Group 

Word Processing faught at a Technical College, Mildred J. Gau 

Word Processors Are Boon to This One-Man Law Firm 

Word Processors Help PR Firm Serve Clients 


., 108 


June, 119 
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Two Companies Join in Developing Programable Calculators to 
Solve Credit Union Problems 


COLLATORS 


How to Make Efficient Use of Collators and Sorters, 
Edward §. Davis 


CONFERENCES 


DPMA Conference in San Francisco 

NOPA in Chicago 

Federal Office Meeting in Washington 

Information Management Exposition In New York 
Las Vegas Hosts NOMDA 
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Edward S. Davis 


COPIER CONTROL SYSTEMS 


Computerized Recorder Unit Captures Charge-Back Costs 

Proper Costs Allocated With Copier Recorders At a State 
University 

Security and Sophistication in Copier-Control Systems 


DATA PROCESSING 


Ad Firm Uses Computer Analysis in Marketing for 
Direct-Mail Work 
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Computer a Good Policy for an Insurance Agency 

Computer-Room Fire—The Topic No One Talks About, 
D. W. Titus Jr. 

Creating Effective Visual Displays in Interactive Areas, 
Phillip G. Elam 

Distributed Processing Adds to Better Correspondence, 
Philip E. Egilsrud 

How Secure Is Your Computer Operation from a Disaster?, 
Louis Scoma Jr., 

How to Upgrade a Computer Programing Environment, 
Walter G. List Ill 

Integrated Processing System Helps Michigan Manage Budget 

Moore Launches Computer Supply Store Chain 

Planning a Program of Data Collection and Analysis, 
Stephen M. Bailes 
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Lawrence Feidelman 
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é #1 IN QUALITY... #2 IN SIZE...and GROWING 


CUT Mail Handling 
COSTS « — 


[ae 
MODELESP > 


POSTALIA =~ 
ELECTRIC MAILING | C3 . 
MACHINE : 0° 


Speeds Handling 
of Letters or Parcels 


® Low-cost. 
® Provides accurate record of postage costs. 
© Especially suited for small to medium size 
mail volume. 
® Incorporates postage meter or UPS register. 
Machines ' electric action quickly and auto- 
matically seals. imprints. ejects and stacks 
envelopes. Compact and portable. the Mode! 
ESP can be conveniently located anywhere in 
your office or mail room. Modular design permits 
removing the postage meter and using it to 
imprint directly on manila envelopes or parcels 
Pressure sensitive tape can also be used 


Call 312/629-9100 or write for information 
Dealer Inquiries Invited 


POSTALIA 


POSTAGE METER SYSTEMS 


1423 Centre Circle Drive 
Downers Grove. IL 60515 
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Important documents, confidential 
data, even secret information can 
have catastrophic resv!ts ‘n the 
hands of others. Bezore you shed it 
... Shred it! 

There's a model just right for your 
company’s n . Sales and service 
across the US and Canada. 


DATATECH 


KEEPS INFORMATION PRIVATE 


701 P arkway, Broomall, PA 19008 
(215) 328-0613 
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ywPLy 
THE WORLD’S BEST 
TYING MACHINES: 


pr’ 
Te THE MAILERS 


YTE- 1 YER TYING MACHINE 
THE TROUBLE-FREE TYER 


¢ TIES FASTER 
¢ TIES TIGHTER 


¢ PRICED 
LOWER! 


A = 
CROSSWRAP \& 
TYER 


COMPARE 


WITH A FREE TRIAL! 


———~ 


Our Mae's — 
| Mailethylene “| 
ties like steel. 
G ta DEALERS INVITED 


MAILERS EQUIPMENT COMPANY 
20T- W. 22nd Street, N.Y., N.Y.10010 
(212) 675-1555 
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How long must you keep 
important papers? 
Write for free booklet, RECORD 
RETENTION TIMETABLE, 

describing Retention 
Periods as required by 


a / 
overnment authorities, YAM 
and how to dispose of ii / 
“TY }} 


=——, 


records safely withou 
« Z y thout YY yj 
loss or worry! ¥Yf 


On your business letterhead, please. 
Electric Wastebasket Corp., 145 W. 45th St., N.Y. 10036 
The MOST in Paper Shredders 
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STOP OFFICE MACHINE THEFTS 
I basen 


ORDE a ANTI-THEF 
LOCKING SYSTEM— 
j 4 extremely effective i 


/ The most COMPLETE line of protective 
devices ever, from simple, one point 
lock-down up through our exclusive 4 
point hold-downs and the new Porta-Lok 
which permits movement up to 8 feet 
while safeguarding your equipment. 

For complete information call your local 

j P dealer or write Dept. TO-12-81 é 
CRD-corDE LOCKING SYSTEMS 
14-56 Bell Boulevard, Bayside, N.Y. 11360-(212) 423-3116 


Pe CE PE PE EEE  Fote 
Circle Reader Service Card No. 386 
186 





Understanding Personal Computers and Their Uses, 
Lawrence Feidelman 

What to Do Before You Buy a Small Computer 

When Their Terminal-Input Equipment Became Old, 
the Boy Scouts Were Prepared 


DELIVERY SERVICES 

USPS Offers Options for Package Delivery, 
Gordon C. Morison 

Private Delivery Firms Expand Their Services 


DICTATION 

Dictation System Helps Speed Information from Middle of an 
Oil Field 

Dictation System Meets Medical Workload at a Busy Georgia 
Hospital 

Dictators In the Finnish Parliament 

Voice Processing Is Nothing New to Wausau Insurance 


ELECTRONIC MAIL 


Planning for Conversion to an Electronic-Mail System 


FACSIMILE TRANSMISSION 
USPS Now Offers Fax Transmission to U.K. 
Don’t Ignore Facsimile Supply Costs, 
Dan Barr and Jim Porter 
Fax Network Always In Gear for Hauler of Heavy Equipment 


Fax Transceivers for Inventory Controls 


Reconfiguring Its Fax System Speeds the Word for 
Electronics Firm 

The Exciting Future of Facsimile Transmission, 
Alan Jordan 

Today’s Facsimile Systems—Where Do They Go from Here? 


FINANCIAL MANAGEMENT 


How Much Economic Recovery Can the IRS Take? ................. Oct.; 
Mr. Sporkin Takes His Leave of the SEC 
Proxy Requirements and Security Requests 


INFORMATION MANAGEMENT 


An Integrated Information System Must Be Designed, 
William J. Potter 

Exam Processing for City of Chicago Sped by Distributed 
System 

Holography and Office Information Systems, 
Marc R. D’Alleyrand 

‘Office Plus’ Concept Is Digital Equipment Corp.’s New Entry 
in the Automation Field 

Power Struggle in the Lands of Data and Word Processing, 
Linda Mitchell 

Some Big Ideas About Office Systems in a Very Small Town, 
Charlotte Harrington 

Stepping Into Tomorrow’s Office, 
Paul B. Dentone 

The Impact of Direct Voice Input on Systems, 
Ben Tartaglia 

The Impact of Distributed Information on the Office, 
Dimitri N. Chorafas 


INTERIOR DESIGN & SPACE PLANNING 


A 53-Year Old Building Takes on New Look with Open-Design 
An Interior Office Design Reflects Time and Relevance 
Buyers’ Guide to Movable Office Partitions 

Champion’s Headquarters Reflect a Caring Design 
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THE HIGH-SPEED COPIER THAT 
COMBINES ELEGANCE, RELIABILITY 
AND LOW COST. 


THOROUGHLY PROVED BY YEARS OF USE 
BY AMERICA'S TOP COMPANIES. 


e Bond paper 
e Rugged and 
durable 


e 4000 copies 
per hour 


eSizes up to 14” x 17” 
°100% U.S.A.made every versatile 
e Solid-State © Self-diagnostic 


achecapatens e Economical 
eVery simple to use 


DEALERS INQUIRIES INVITED. CALL: 


RESEARCH CORPORATION 
45 South Jefferson Road, Whippany, 
NJ 07981 (201) 887-8500 
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DATAFLO 1500 
ELECTRONIC COPYHOLDER 
_— IMPROVES 
PRODUCTIVITY 
AND REDUCES 
OPERATOR 
FATIGUE 


Dataflo frees bothhands 
ofthe operator for 
full attention to the 
keyboard as copy 
control is foot actuated 
© Advanced line-quide system of wide angle magnifying bar that 
makes copy highly visible. reducing both errors and fatigue. 
e TA in fluorescent light provides “spotlighting” for 
focusing attention on copy. 


+ Save $50.00 Now $99.95 


SEND IN YOUR ORDER TODAY. 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL. (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SYSTEMS, INC./ Halsey St. Brooklyn, NY 11237 





FORMS CADDY 


It handles = forms instead of you handling them. 
It changes forms fast—does away with heavy lifting. 
Perfect for handling payroll. invoices. work orders, etc. 


{or 3 years. 
$55.00 Ea. 
2 tor $100.00 


BUY 4 FORMS CADDYS AND 
RECEIVE A FORMS 
CADDY HANDLE FREE 


a) 


MODEL 1114S 


SEND IN YOUR ORDER TODAY. 
OUR SPECIAL NO-RISK FREE TRIAL OFFER MEANS YOU MUST BE SATISFIED 
TEL. (212) 497-4004/CALL TOLL FREE OUTSIDE NEW YORK 1-800-221-0936 
DATA CONTROL SYSTEMS, INC./ Halsey St. Brooklyn, NY 11237 
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Client, Designer, Architect: Partners in a Joint Effort, 
Hester S. Jones 

Computer Program for Acoustical Privacy in Any Office 
Space, Jack Curtis 

Consulting Group Sees Much Growth for the Contract 
Furniture Market 

Design Challenge: Convert an Old Factory Into New Offices 

Employee Physical Fitness Enhances Work Efficiency 

Employee Work Performance Buoyed by New Environment 

Energy Savings, Flexibility Are Key Elements in Design 

How to ‘Grow’ a Garden Office With an Open Plan 

Layout and Environment—A Partnership for Productivity, 
Roger L. Sunkle 

Lighting Open-Plan Offices, 
J. Marshall Hemphill 

New BIFMA Standards Cover Desks, Tables and Seating 

New Facility Helps Citibank Cope With Busy Money Market 

Office Space Tight? Try Raising the Roof 

Regional Service Center Proves Its Efficiency to Equitable Life 

The Rooms Have a View At Aerojet-General 

Upstate New York Firm Builds Major Addition and a Town 
Rec Center 


MAILROOM EQUIPMENT 


Automated Mail Vehicle Makes Appointed Rounds 
Automatic Envelope-Feeder Credited With Growth of Mail House 
Electronic Mail and Shipping Scales for Postage Control 
First-Class Presort Can Help Qualified Mailers Save Money, 
Sal Sparacino 
How a New York Bank Implemented Its Successful Presort Program, 
Vincent A. Liguori 
Incoming Mail Load Machine-Processed at Reader’s Digest 
It's Time for Upgrading Mail Operation Managers, 
Morton M. Raymond 
Electronic Scale Halves Motel Chain’s Mail-Handling Costs 
Mail Processing Is Big Job for Health Insurer 
Mail-Order Firm Relies on Envelope Stitcher 
Mailroom Designed to Meet California Bank’s Every Need 
Mailrooms and Cashflow: There Is a Correlation, 
Leroy S. Peyser 
New Approach to Mail-Handling Helps Bank Speed Its 
Processing 
Presorting 110,000 Envelopes Is Daily Routine for Aetna Life 
& Casualty Co. 
The Four Basic Ingredients of a Successful Mailroom, 
Zoltan Vojta 
The Small Office Can Improve Paper-Handling, 
Elaine J. Laeger, R.N. 
Using Conveyor-Line Methods to Move Mail 
Using the Wrong Envelope Can Be a Costly Mailing Mistake, 
Hal Lowenthal 


MICROGRAPHICS 


COM System Saves Time for Automated Drawing Production 

A Switch to Microfilm Opened New Vistas for Young Insurance 
Firm, Evelyn Scott 

City Government Solves Storage-Retrieval Woes With 
Reader-Printers 

Conversion to Microfilm Proves a Wise Investment 

Growing Bank Credits Microfilm for Easing Its Paperwork 
Problem 

(Continued on page 190) 
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Copy-Right 
Copyholders 


allow original material _ 
to remain at 

eye level for 

comfort and 
convenience. 


Sturdy, rugged all 
metal construction 
Independent grippers 4 
accommodate single sheets, 
pads or manuscripts 
Adjustable line guide spacing 
Feather touch line-at-a-time 
advancement 
Available in four widths — 12”, 
16”, 20” and 25” 


Sold by your local office supply dealer. 





2550 Haddonfield Road e Pennsauken, NJ 08110 
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NEW! 


NOW IN STOCK 
NEW 
SELECTRIC - 


a 
RF as at 
e 


ELEMENTS “<3%,2? 
ALL STYLES AVAILABLE 
$4 500 $13 Ea. OR MORE 


UNCONDITIONALLY 
GUARANTEED! 


REPAIRS ALSO! 


TOP/ 
TEETH HANDLE HUB 


$500 $7750 $6500 


Enclose Check, P.O., etc. INPACKAGE 
with ORDER. We Buy Broken Composer 
Fonts — $5.00 Each — Typewriter Ele- 
ments — $1.50 Each. 


WELCH 
GRAPHICS 


404—763-8678 


BOX 20667, ATLANTA, GA. 30320 
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How Microfiche Serves Federal Medical Center 
Microfilm Seen a Solution to Fraud 
New Mexico Microfilms Its Valuable Documents 


OPTICAL CHARACTER RECOGNITION 


OCR-Image Processing in Credit-Card Billing, 
E. O. Spradlin 


PAPER 


Continued Growth of Copier Use Stirs Demand for Paper, 
Joyce M. Lloyd 


PERSONNEL MANAGEMENT 


Frustration Has Effect on Office Work, Says Study 
Right or Wrong In Employee Relations 
July, 68; Aug., 63; Sept., 92; Oct., 95; Nov., 98; Dec., 59 
Try an Incentive System for Improving Work Flow, 
Paul Banks 


PHOTOGRAPHY, IN-HOUSE 
Creating Its Own Slide Films Is Texaco’s Way 


RECORDS MANAGEMENT 


A State Bureau Fought File Battlk—and Won 

Central Record Center in an Off-Site Facility 

Color-Code Files Help Veterinarian Hospital Keep Accurate 
Records 

Color-Coded Filing for Effective Control of Essential Documents, 
Don L. Caldwell 

Developing a Medical Records System for Effective Care, 
Phyllis Frazier 

Efficient Records Are Mandatory for New Jersey Law and Gaming 
Agencies 

Federal Paperwork Reduction 

Good Forms Design Is Vital to Management, 
Leslie H. Matthies and Gibbs Myers 

How Records Management Works for a State University, 
Bruce C. Harding 

Mobile Filing Solves Supply Storage Problem 

One More Time: ‘Where Did I File That Thing?’ 
Allen Y. Davis 

Product Preview at ARMA 

Project Growth When Planning File System 

Tab Offers Center for Off-Site Records Storage 

Training Is Important to Your Records Staff, 
Mary Heuler Zalenski 


REPROGRAPHICS 


Buyers Guide to Copying Equipment 

Copier-Duplicators Aid the Legal Profession 

Decentralized Copying Speeds Admissions at Noted 
Chicago Hospital 

Hospital’s Emergency Room Has Copier Handy 

Industry Leaders Review Role of Copying Machines 

In-House Copier Unit Prints Purchase Forms for Pittsburgh 
Utility 

Intelligent Copier-Printers Can Save You Time and Labor, 
Thomas L. Arnett 

Selecting and Placing High- Volume Copiers Correctly, 
Timothy P. Moore 
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Toner Technology and Trends, 
Iris Polaski 
Trouble in Texas Until Copiers Saved the Day 


SECURITY 

Freedom of Information Act—Too Free? 

Tighten Security to Curb EDP Crime, 
Dennis F. Poindexter 


SHREDDERS 
Paper Shredders Provide an Added Measure of Confidence 


TELECOMMUNICATIONS 

Telephone Abuse Is a Form of Antisocial Security, 
Alan Herbert Jordan 

Several Good Reasons for Hiring a Consultant, 
Alan Herbert Jordan 

Telecommunications Insights, 
Alan Herbert Jordan 

Teleconferencing: a Case Study, 
Karen N. File 


TELEPHONE SYSTEMS 

Planning a Telephone System Is an Ongoing Project, 
Alan Herbert Jordan 

How to Reduce Business Telephone Conversations, 
John Spear 

Telephone Installation Is Boon to Taxpayers 

The Basics of Choosing a New Telephone System, 
Alan Herbert Jordan 

The New Phone Systems: Similar but Different, 
Ben Tartaglia 


TEMPORARY HELP 


Temporary Worker Is Profiled in a National Survey 


TYPE COMPOSITION 
Quality Control Can Solve Phototypesetting Problems 


WORD PROCESSING 


Be It Oil Rigs or Museums, Word Processors Are Needed 
Charge-back Data: How It Can Help Manage Word Processing, 
Gloria J. Hansen 
Engineering Firm Uses Text-Processing to Maximize Efficiency 
Gearing a Legal Firm for Word Processing, Liz Langley 
How to Buy WP Printer Supplies Intelligently 
Marketing Man Sees Demise of the Dedicated Word Processor 
Mass Mailings Handled With Word Processors, 
John H. McLoughlin 
Using Electronic Data for WP Systems 
Updating Procedures Can Improve WP Output 
Word Processors Cut Document Typing Time for 
Alabama CPA Firm 
Word Processing Supplies Must Be Carefully Chosen, 
Sharon L. Olsen 
Word Processing’s Use in Developing Information on 
New Sources of Energy 


WRITING INSTRUMENTS 
Pens and Pencils Are Still the Basic Communicators, 


Frank L. King 
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Springy, hold-tight clips that help you tag it, 
flag it, color-code it. Will not tear fingernails. 
Will not harm postage equipment. Neutral pH. 

Rustproof. 7 colors and 3 sizes for every 
clipping need. Ask for them at your stationer. 
If it’s not a Plastiklip> It Won’t Hold. 
Made in Germany by Laure exclusively for 


9, 


544 Armour Circle, NE“ Atlanta, Georgia 30376 
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YOUR MEMBERSHIP LIST 
INSTANTLY UP-TO-DATE 
Now your membership list 
can always be up-to-date with a 
DATASTRIP system. 

Why retype a whole page when 
you Can retype only one item. 
DATASTRIP products let you make 
only the changes you need to make. 


DATASTRIP CORPORATION 
1575 Avon Street Extended 
Charlottesville, Virginia 22901 
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